DFRC TRAVEL MANAGER WEB VERSION 8.0 APPROVER MANUAL APP. VOUCHER FROM AUTH.

TM-4 APPROVER COURSE

USING NASA’S TRAVEL MANAGER SYSTEM

APPROVE A VOUCHER FROM AN AUTHORIZATION

This document covers the steps to approve a voucher from an authorization.

Trip Information

Traveler is not authorized as a cardholder.

Lodging includes actual costs that are higher than the Per Diem allocation.
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A. REVIEW DOCUMENTS

The approver will receive an e-mail message that a document needs attention in the Travel
Manager system. The e-mail will contain the name of the document and Traveler.

NOTE

Approval path is by funding organization, the Approver and Traveler may receive requests for
documents and travelers from other organizations.

The approver logs onto the Travel Manager system. The following page will be displayed.
Make sure your name is displayed in the top left hand corner under the word User:.

1. Click the Review Documents link on the Document Processing Toolbar on the left side
of the page.

Setup  Reports  Logout  Help Document Preparation

User:
Org Apprower

Traveler:

[ Create a Mew Document

[ Open Existing Document
[ Re\rieu&ocuments
[# Delete Tocuments

[ Copy Document

[# Import Documents

2. The Review Document page is displayed with a list of all documents that need to be

reviewed.
Setup Reports Logout Help Document Preparation
User: i
Review Document
Ory Approver
Traveler: Quick Tip
These are documents svwaiting your action. Select your search criteria then select the document you want to review.
b e Enter Search Criteria
D nt T I - l
[ Open Existing Document oeumentType [vouchsr — LI
B Review Documents Cocument Mame Fetain
Bl voucher 24-BC0OS1302CT 05302 TRANVELERZ, C1
[» Delete Documents
[+ Copy Document
[ Import Documents:
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3. The type of document to approve can be specified by making the appropriate selection in
the Document Type drop down list. Only documents of that type will be displayed for
review. “All” is the Document Type default.

NOTE

All documents are listed in order by departure date. The departure dates are displayed in
reverse chronological order by document type.

4. Click the Open Document icon | =1 next to the Voucher Document Name listed.

5. If the document has been adjusted the Open Document Version page will be displayed.
The most current version of the document will be marked with a double asterisk (**).
Click on the document icon next to the most current Adjustment** under the Document
Version List.

Setup Reporis Logout Help Document Preparation
User: Open Document Version for 24-BC0O51302CT
Org Approver Oy Alert For this Document you can:
Traveler: Adjustments have been made to this document.
Mote that anly the current version, marked by ** may be further adjusted or routed. Cancel |Opening Document
[ Create a New Document Document Version List Click an an entry to select i
Open Existing
Document B apusThENT * 07502 1:16FM 1 TRAVELERZ

[> Review Documents BloricmaL 1 o7 502 1:03PM C PREPARER2

[» Delete Documents
[ Copy Document

[ Import Documerts

6. The Open Signature page will be displayed for the document selected.

Setup  Reports  Logout  Help Document Preparation
User: ¢
Open Document Signature
Org Approver Quick Tip For this Document you can:
Traveler: The Signature FIN is case sensitive! 5 to Freview Document
John Doe Signature for Adjustment I XXXXXXXX Get| Document as View-Onby
[# Create a Hew Document
¥ Open Existing _Cancel | Gpening Document
Document
[ Review Documents
[ Delete Documents

7. The document can be opened for adjustment/signing by entering the signature of the user
opening the document or it can be viewed without adjustment by clicking the
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Document as View Only button in the ‘For this Document you can:’ area in the top
right. (No signature is required for view only.)

8. Enter the Signature PIN in the Signature for Adjustment field.

9. Click the Sian| to Review Document button in the ‘For this Document you can:’ area in
the top right.
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B. DOCUMENT SUMMARY

1. The Document Summary for Adjustment to Voucher page is displayed for the selected
document.

Setup Reports Logout Help Document Preparation

User: Document Summary for Adjustment to Voucher 24-BC051302CT

iy Quick Tip For this Document you can:
Traveler: For specific informatio.n, click on a Details link. ou can sign and stamp your document from the Save | Document

Document Status section.
1 TRAVELERZ Trip Humber 1 _Undo | acjustments
[> Voucher: 24- Travel Authorization Humber 24-22200022 Continue |Entering Documerit
BCO51302CT ot
Traveler Details 240-00-0103 , C1 TRAVELER2 s | et Doclirent

! Document Summary
= Trify Mumbser Purpose Description 5 Days Th training inash, DC & Annapolis, MD.
= Traveler Hinerary Details WASHINGTON,DC 05/13/02 - 05/15/02
2 Hirerar ANNAPOLIS,MD 05/15/02 - 05/16/02

: s WASHINGTON,DC 05/16/02 - 05/17/02
dlictedlizny Ticketed Trans Details $400.00
= Expenses

N Ferse Summay |
+ LodgingMaIE Expense Summary

= Accounting Quick Expense
T 160.00
it Total: 160.00
R T Lodging MEIE Details $203.00
+Preview Documert
= Export Document 24-442-09200000 T63.00
» Close Document Total: 763.00

i ment Type :'u".n'_u:n_mt

Amourt Claimed T63.00

Mon-Reimbursable Expenzes 0.00

Advance Applied 0.00

Pay To Charge Card 0.00

Pay To Traveler 7E3.00

Enter Comments Youcher due 5 days after completion of your trip
Document Status |y B TESEHTE

Document Status: ADJUSTED  Awaiting: Org Approver

Status To Apply Signature PIN
[MGT EFVIFWED =11

2. The Document Summary for Adjustment to Voucher page summarizes the
information on the travel voucher. Use the scroll bar on the right to view the information
at the bottom of the page. All of the information entered can be viewed from this page by
selecting the appropriate detail link. To return to this page after viewing any other page,
click on the Document Summary link on the Document Processing Toolbar on the left
side of the page.

08/02/02 TM-4, V1.1 Page 6



DFRC TRAVEL MANAGER WEB VERSION 8.0 APPROVER MANUAL APP. VOUCHER FROM AUTH.

C. DOCUMENT STATUS

1. Click on the Document Status link on the Document Processing Toolbar on the left side
of the page. The Status page will be displayed.

Setup Reports Logout Help " Document Preparation

ser Status for 24-BC051302CT
Crg Approver % Quick Tip For this Document you can:
Traveler: The Signature PIN is case sensitive!
Stamp |and Submit Documert

C1 TRAVELERZ Adjustments |G0 To Adjustmerts

[> Voucher: 24

BC051302CT Back || Continue |

= Diocumernt Summary:

- Tro Numboer > aopty [MET FEVIEWED = _

= Traveler _

¥ Signature PIN I

= ttinerary

= Ticketed Trans Remarks I il

= Expenses

= LodgingMEIE x

Ly Document Routing

 Totals Mame z

e Org Approver MGT REVIEWED 10
Travel Officelesk ALDIT 20

' Document Status Travel OfficeFint DISBURSE 30

= Perform Pre-Aucts

= Preview Document

Document History

= Export Documernt

= Cloze Documernt 07/15/02 1:03PM EST CREATED C PREPARERZ2
07H5/02 1:11PM EST SIGMED C PREPARERZ2
0715102 1:16PM EST SIGNED C1 TRAVELERZ2
0715/02 1:16PM EST ADJUSTED C1 TRAYELERZ2
07/30/02 2:30PM EST ADJUSTED Org Approver

2. For the approvers that have multiple signing values, check the default status value in the
Status to Apply pull down list.

3. Check any remarks entered in the Document History area on the Status page for prior
comments made by approvers or reviewers.
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D. ITINERARY

1. Click on the Itinerary link, on the Document Processing Toolbar on the left side of the
page, to view the Itinerary for the trip. The Itinerary Information page will be
displayed.

T T pocument Preparation

User: Itinerary Information for 24-BC051302CT
o Quick Tip . . . For this Document you can:
Traveler: The Begin Trawvel and End Travel fields must be completed bhefore a per diem location can be added . Save | tirerary
Remember to save your tinerary before continuing.

C1 TRAVELERZ Backl Continue |

[ Voucher: 24

BCO51302CT Trip Information

= Document Summary Travel Authorization Humber 24.4,4200022 f:“‘"'ﬁ'; d';;‘:ﬁ [ 157200z
= Trip Mumber

. E : Purpose [TRAINING =1 Type [SINGLE =]

= lraveler

i Description [g Days TM training in - TripHo 1

ltiner a wash, DC & Annapolis, -

= Ticketed Tranz

« Expenses Departure and Return Information
= LodgingMEIE Begin Travel I I . I = I
T @ 0541342002 Depart Depart Selection

= Accounting

End T 1 i
ndTiavel @ [eEri7rae i Returnselction| -
= Commerts Trip Duration I Multiple days = I

= Document Status

Comments voucher due & days after -
= Perform Pre-audits Icomp'l etion of your trip ~| Preset |
= Previeww Document

B B Per Diem Locations
= Cloze Document [~ Replace ALL lodging and MEIE information on this document. Add Location |

Edit/Delete Arrival Date acation Departure Date

054 302 WASHIMGT O D 0545102
03302 ANMAPOLIS MO 03602
05 E02 WASHIMGTOMN D 051702

2. Check for any additional comments that may affect approval of the document.
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E. TICKETED TRANSPORTATION

1. Click the Ticketed Trans link, on the Document Processing Toolbar on the left side of
the page, to review travel modes. The Ticketed Transportation page is displayed.

Setup Reports Logout Help Document Preparation

User: Ticketed Transportation for Voucher 24-BC051302CT
Org Appraver Quick Tip . ) . . o . . - For this Document you can:
Traveler: To enter ticket information, click Add. Previously entered ticket information can be edited (Pencil icon) Add | Ticket

or deleted (X icon).

C1 TRAVELERZ Backl Continue |

[> Woucher: 24-
BCO51302CT - Mo ;
,59‘ x See tinerary 1 05M3102 AlR 400.00 b

= Document Summary

= Trip Mumber

= Traveler

= ltinerary

' Ticketed Trans

2. Click on the Pencil icon next to the Ticket No to view the information for the desired
record.

3. The Update Ticket Transportation page will be displayed. Be sure to check departure

dates.
Setup Reports Logout Help Document Preparation
st Update Ticket Information for 24-BC051302CT
Org Approver Quick Tip For this Document you can:
Traveler: To enter departure and arrival airports, click the Depart From and Arrive At lookup buttons. b
Use Foreign Calculator
Type IAIH - l Ticket Value |400.00
! €1 TRAVELER2 N - B Lookup Credit Card Expenses
[+ Voucher: 24 Ticket Ho ISee ltinerary 1
eI 2T Dep Date[gs /1372002 Description [COMMER CIAL Al _Save | curent Tiket
= Document SUmmary: 5 l_ Issue Date I = cl : i
L Carrier (mmiddtyyyy) 03e |Wrth0ut Saving Updates
Ticket Date: I
= Traveler [mmdddlyyuy) 05/03/2002
= ftinerary =
Reimbursable
» Ticketed Trans Begark From] B O i
«Expenses Arrive At I B‘ Hxable
= LodgingMaIE Contract Fare ID_DD Class I é:::::}sr; COM.CARIER
= Accounting Contract Carrier I Confirmation Ho I Pmit
CENTRALBILLED CHARGECARD =
« Tatals Cost |4nn_nu Method ! =l
= Comments Vendor I [None) - I
= Document Status
= Perform Pre-Audits
= Preview Document
= Export Documert
= Cloze Document

4. The Cost Options section will be displayed in the lower right corner of the page.
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5. Verify the Pmt Method for the traveler’s status is correct.

a. TRAVELER is the default reimbursable payment type, in the Pmt Method pull
down list.

b. The TRAVELER payment method is reimbursable to the Traveler.

C. If any other payment type is selected, the expense cost will not be reimbursable to
the Traveler.

TRAWELER

:TRAWELER
CEMTRALEBILLED CHARGECARD
IN-KIMD

GOVCC

6. If changes were made in the Update Ticket page, click the [s=ve | Current Ticket button
in the ‘For this Document you can:’ area in the top right. The Ticketed Transportation
page will be displayed again.
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F. EXPENSES

1. Click on the Expenses link on the Document Processing Toolbar on the left side of the
page. The Expense Entry page will be displayed. Be sure to check dates for each

expense.

User:

Org Approver
Traveler:

C1 TRAWELERZ

[> Voucher: 24
BCO51302CT

= Document Summary
= Trip Mumber

= Traveler

= ftinerary

= Ticketed Trans

» Expenses

= LodgingMEIE

= Aocounting

= Totals

= Commerts

= Document Status

= Perform Pre-Audits
= Previewy Documert
= Export Document

= Cloze Document

Setup Reports Logout Help Document Preparation
-

Expense Entry for 24-BC051302CT

Quick Tip For this Document you can:
The Arrowy icon indicates & required field. Click Save to save the current expense and

refresh the screen so a nev expense can be added. [ Use Quick Expense
Date © IDE.-"‘I 72002 P use Foreign Calculator
o - 2 Lookup Credit Card E
Lookup Lredit Lard Expenses
Expense Type | ;l ookup Cre ard Expenses

Expense I— Save | Current Expenze
Description © JRENTAL CAR

Miles I— Done |Entering Expenzes
Traveled -
Back | Continue |

o [
Selection

Rate I

Cost @ |1BD.UU Cost Options

Comments LI Reimbursable
1 Taxable
Expense
=l Category FENTAL CAR
Pmt
Methoq | TRAYELER =1

Vendor I - I

J 3 osn7onz RENTAL CAR 160.00
Total: 160.00

2. Click on any Pencil icon [ to view the detail information for any expense.

3. Check that all expenses are reasonable and allowed by regulation.

4. The Cost Options area will be displayed on the middle right of the page.

5. Verify the Pmt Method for the traveler’s status.
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NOTE

The Use Quick Expense link, in the ‘For this Document you can:’ area in the top right, is
used only to add expenses, do not use to make changes.

6. If changes were made, click [sev= | Current Expenses button in the ‘For this Document

you can:’ area in the top right.
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G. LODGING/M&IE

1. Click the Lodging/M&IE link on the Document Processing Toolbar on the left side of
the page. The Lodging & M&IE page will be displayed.

etup Reporis Logout Help " Document Preparation

User: Lodging/M&IE for 24-BC051302CT

Org Approver Ouick Tip
Traveler: An asterisk (%) in the Special column indicstes that & condtion has been selected in the

Acvanced LodgingMEIE windowy.

For this Document you can:
Delete All |Ludging and MEIE expenzes
ﬂl Continue |

Per Diem Rate | E

C1 TRANVELERZ
Voucher: 24-
BCO51302CT

= Diocument Sumimary

= Trigy Mlumber & asnane 000 000 3450 150146
= Traweler & osmama 0.00 0.00 46.00 150145
5 "'_”e'a”’ & nsmsmo 000 o.on 4200 a0 /42
: :)(c:::i:ans & osmemz 0,00 0.00 4500 150 146
| ainama & osi7imz 0,00 0.00 3450 150 £ 46
= Accounting

= Totals

= COmments

= Document Status
= Perform Pre-Audits
= Preview Document
= Export Document

= Closs Document

2. If avalue exists in any column after the Per Diem Rate column, modifications have been

made to the Lodging and/or M&IE for that date. Click on the Pencil icon [*_| next to the
specific date in the Date field to view the information for the desired record. The
Update Lodging and M&IE Expenses page will be displayed.

Setup Reports Logout Help " Document Preparation

User: Update Lodging and M&IE Expenses for 24-BC051302CT {05/14/02)

Org Approver Quick Tip
Traveler: Far this loduing day, you can edt specific actuals, lsave data, meals provided status, lodging amourt,

and if desired spply these changes forward using the apply through tool.

For this document you can

Previous | Mext | Expense

C1 TRAWELERZ
[ Voucher: 24-
BCO51302CT
= Document Summary
= Trigy Mumber
= Traveler
= ftinerary
= Ticketed Trans
= Expenses
F Lodaing MEIE
= Accounting
= Totals
= Comments
= Document Status
= Perform Pre-Audits
= Previesy Doclment
= Export Documernt
= Close Document

Save | Expense Changes

Per Diem Rate: 150 / 46 M Lodging and MEIE
Ledging: |500000  Options
Close | without Saving Changes

Conference Allowance

[T Conference Allowance Conf Info

Conference Rate;

E Lodging
Limit: 0.00

I meals
Breakfast: 0.00
Lunch: 0.00
Dinner: 0.00
Incidentals: 0.00

Leave Data
& lone
© Annual

" Other
Hours: 0

™ Breakfast
™ Lunch
™ pinner

08/02/02 TM-4, V1.1
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3. Review any expenses to verify costs from the Update Lodging and M&IE Expenses
page.

4. Review annual leave data to verify that DFRC’s annual leave rule (1 day of leave per day
of TDY) is adhered to.

5. Click the _Blose | Without Saving Changes button, in the ‘For this Document you can:’
area in the top right, to exit the page. The Lodging/M&IE page will be displayed.

08/02/02 TM-4, V1.1 Page 14



DFRC TRAVEL MANAGER WEB VERSION 8.0 APPROVER MANUAL APP. VOUCHER FROM AUTH.

H. ACCOUNTING

1. Click the Accounting link, on the Document Processing Toolbar on the left side of the
page to view the detail accounting information. The Available Accounting Codes page

will be displayed.
Setup Reports Logout Help Document Preparation
Ve Available Accounting Codes for 24-BC051302CT
Org Approver Quick Tip For this Document you can:
Traveler: Once two or more accounting codes are selected, the Allocation button is enabled. Add | Mew Accounting Code

1 TRAVELER2 Enter Search c"“’-"ﬂ Back | Continue |
[ :’g:;::nrzé:- Accounting Code [ | Retiowe I

Master Accnummg Codes ( ourting Label to add to Document
Prev 10 Hext 10

= Document Summary

= Trip Mumker T
tion Cocle:

= Traveler

= tinerary 0920000, .. .24, 2.8 00, A8 000

= Ticketed Trans

0920025, 03. .. 24.2.7.00. 22, TRM

= Expenszes

= LodgingM&IE

¥+ Accounting

= Totalz

= Commerts

= Document Status

= Perform Pre-Audits

7103300, .. .24 2.6.00. &4 000

= Presiesy Document
= Export Document

e e Accuuntmg Codes for 24-BCD51302CT

7 x 24_ap 24-442-09200000 09200000, 08, 2128, GH. 24,2, 8. 00. A4, 000 Extended

f? Edit xDelete

2. Review all accounting information to ensure proper funding.

Fund Source (FS)
Travel is always “6” or “8”
Note: Training fees are
always “5” or “7”

Single digit fiscal
year

Label 24-CC2-09200000
Organization 24-CC

Accounting Codes

— Program Code 0320000 Program Year |2 7
Function | ~_ Fund Source |3 -~
Object Clazs Meth of Auth IDEI

Org Code  |CC
Part 10

Meth of Auth (MA)
“00” for baseline travel
dollars, “9x” for
reimbursable travel

Sponsoring Org
(S0)

Enter FC

(Function Code)
Enter OC (Object Class) Enter the IC Note:
212X for UPN’s 091/092 Dryden’s center (Item Code) in Always “03" for Sub Rad
Otherwise, 211X or 213X for IDis 24 the Reimbrs training dollars (SRAD)

all other LIPN/s field
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I. TOTALS

1.

Click on the Totals link on the Document Processing Toolbar on the left side of the page.

2. The Total Details page shows Total Charges, Net to Traveler, and an Itemized Detail of

the expense category.

Setup Reports Logout Help " Document Preparation

User:

Total Details for 24-BC051302CT

Quick Tip
If necessary, enter changes and click K.

Org Approsver
Traveler:

$

C1 TRANELERZ2
[z Voucher: 24-
BCO51302CT
Total Expenses:
= Document Summsaty Hon-reimbursable Expenses:
= Tripy Mumber

= Traveler Total Amount Claimed:

= ftinerary

= Ticketed Trans Gov't Advance Outstanding: 0.00

= Expenzes Gov't Advance Applied: 0.00
= LodgingM&|E
= Accounting Het to Traveler:
! Totals
Expenses on Gov't Charge Card: 0.00
= Commerts

Add’l Gov't Charge Card Payment: ID.DD

= Document Status

= Perform Pre-Audits
Total Gov't Charge Card Amount: 0.00
Pay to Gov't Charge Card:

= Presviewy Documert
= Export Document

= Cloze Document Pay to Traveler:

1 COM.CARIER 24-28
1 LODGING 2488
1 MEIE 2450
1 REMTAL CAR 24-A4

For this Document you can:

Calculate | Mewy Totals for Document

Backl Continue |

413.00
.00

413.00

000

913.00
(Due Gov't if negative)

000
913.00

Expense Category Details

A mount

24-482-05200000

400.00
24-482-09200000 150.00
24- 24209200000 203.00
24-A 4209200000 160.00

3. The Expense Category Details area is displayed at the bottom. Review the detail of all

of the expense categories.

08/02/02 TM-4, V1.1
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J. COMMENTS

1. Click the Comments link, under the Document Processing Toolbar on the left side of the
page, to view the same comments in a larger view. The following Comments page will

be displayed.

Setup Reports Logout Help " Document Preparation

User:

Org Approver
Traveler:

C1 TRAVELER2

[* Voucher: 24-

BCO51302CT

= Document Summary

= Tripy Mumkber

= Traveler

= ltinerary

= Ticketed Trans

= Expenses

= LodgingMEIE

= Accounting

= Totals

F Comments

Comments for 24-BC051302CT

Quick Tip
Click Apply and preset comments are ingerted into the Comments field. Comments can also be typed
directly into the comments field. Comments apply to the entire document.

Comments fyoucher due & days after completion of ;I
your trip

H

For this Document you can:

Apply | Prezet Comments
Save |Comments

Back | Continue |
Cloze | without Saving Comments

NOTE

Clicking the Apply Preset Comments icon in the ‘For this Document you can,’ area will override
any comments in the comments box. Recommend that it not be used.

08/02/02 TM-4, V1.1
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K. PERFORM PRE-AUDITS

1. Click the Perform Pre-Audits link on the Document Processing Toolbar on the left side
of the page. The Pre-Audit Results page will be displayed.

Document Preparation
al
L=Et Pre-Audit Results for 24-BC051302CT T
Qry Approver % Quick Tip For this Document you can:
Traveler: Click the Magnifying Glass icon to view detail comments for each audit process. | Cloze IPre-Aud'rt Results
o1 TRAVELER? Document Hame: 24-BC0S1302CT
[> Voucher: 24- Type: Youcher
BC051302CT Traveler: TRAVELERZ, C1
= Document Summary Status: PASS
. T.raveler Audit Process Statuz Comments
i Itl.nerary @ ACCT CODES AUTHRZED PASS
Slcked ez @ ACTUAL MULTIPLIER PASS
: Ejz;:ﬁsg;sd&IE @ ACTUALS EXIST PASS
ST @APPLIED ADWANCE PASS
e Tetels @ APPROWAL BY TRAVELR1 PASS
 E = @ APPROYED BY TRAVELRZ2 PASS
+ Document Status B apPROVED BY TRAVELRS PASS
» Perform Pre.Audits B\ aUTHORIZATION EXIST PASS
e Pk [ conFERENCE ALLOWANCE PASS
= Export Document @- COST COMPARISON pASS
= Cloge Documert @ COST LESS COM. CARR PASE
@ DALY EXPENSE THRESH PASS
@ DFLT PMT METHOD USED PASS
@ EXP CAT % “ARIANCE PASS
@ EXP CATEGORY USED PSS |
@ EXP CATEGORY USEDM PASS
@ EXP CATEGORY USED2 PASS
@- EHPEMSE CATEGORIES PASS
@ LALMDRY DRY CLEAMMG PASS
@ LEAYE AUTHORIZED PASS
@ LEAYE EXISTS PASS
@ MILITARY PERSONMEL PASS
@ OTHER EXPEMSES PASS

2. If any audit fails, the word ‘FAIL’ will be in the Status column. A comment describing
the failure will appear in the Comments column. A ‘FAIL’ may actually be a warning to
draw attention to a particular process to ensure the approver has checked the audit. Click
the _E2== | pre-Audit Results button in the ‘For this Document you can:’ area in the top
right. The Document Summary page will be displayed.

NOTE

Although, in most cases a “FAIL’ in the Status column is actually a warning, there are certain
circumstances whereby an amendment to the Travel Authorization must be accomplished. These
include:

Account Codes Authorized — Accounting Not Authorized
Actuals Exist — Actuals Exist

Expense Category Used — Registration Fee
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L. DOCUMENT SUMMARY

1. To Print a Document.

a. Click on the Preview Document link on the Document Processing Toolbar on the left
side of the page.

b. The browser will launch a new window over the existing window. The travel
document may be reviewed on the screen or printed.

c. Use the browser and/or reader Print button to print a paper copy of the travel
document if desired.

d. Close the print preview window. The Document Summary page will still be
displayed.

2. The Document Status area for stamping the document is located at the bottom of the
Document Summary page.

T T pocument preparation

User: Document Summary for Youcher 24-BC051302CT

Org Approver Quick Tip For this Document you can:
Traveler: For specific information, click on & Detailz link. *ou can sign and stamp your document from the Documernt

Status section. SRk
1 TRAVELERZ Trip Humber 1 Undo |*\dlusirmal‘rtS
[> Voucher: 24 Travel Authorization Humber 24-4A200022 Continue | Entering Document
BCO51302CT
Traveler Details 240-00-0103, C1 TRAVELER2 Elocetl cirert Dostimart

! Document Summary
= Tripp Mumber Purpose Description 3 Days Th training inazh, DC & Annapolis, MD.
= Traveler Hinerary Details WASHINGTON,DC 05/13/02 - 05/15/02
« trierary ANNAPOLIS,MD 05/15/02 - 05/16/02

WASHINGTON,DC 05/16/02 - 05/17/02
Ticketed Trans Details $400.00
= Expenses

N penseSummay
- LodaingMEIE Expense Summary

= Ticketed Trans

+ Accounting Quick Expense [N = 0l o R ST
= Totalz J x 03172002 REMTAL CAR 160.00
e Total: 160.00
= Document Status Lodging MSIE Details $353.00

- Prevew Ducunen
= Export Document 24-A42-09200000 913.00

= Close Documert Total: 913.00

izl it Type Amount
Amaount Claimed 913.00

Non-Reimbursable Expenses  0.00
Advance Applied 0.00
Pay To Charge Card 0.00
Pay To Traveler 913.00

Enter Comments Youcher due S days after completion of your trip

Document Status |, PRT PR TS P

¥ stamp Without Adj
Document Status: ADJUSTED Awaiting: Org Approver Stamp and Route

[Stad

MGT APPROVED 'I

Sicnature PIR
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3. Ifthe document is approved, stamp the document using the default value.

4. If the document is disapproved, click on the Status to Apply pull down list and select
“RETURN”. The document will be returned to the preparer for adjustments or

cancellation.
MGT APPROVED
WS T AFPROVED
APPROVED
AUDIT
AUDIT FAIL
CERTIFIED
COMMIT
CTO AFFROVED
CTO REWIEWED
DISBURSE
M T REVIEWED
OBLIGATE
FEHDING
REWVIEWED k
SIGNED
WOUCHER RETURNED
MAITING DOCUMEMTS
MAAITING EhdAIL
Definitions of the Status to Apply labels
Status to Apply Label | Definition Used by
APPROVED Final, traveler is authorized Last Approver in routing list —
Finance Office Only
CANCEL Document is cancelled Approver or Preparer
CTO APPROVED CTO Approved CTO Approver
CTO REVIEWED CTO Reviewed CTO Reviewer
DISBURSED Email to traveler — expect reimbursement Financial Office Only
MGT APPROVED Approved by manager/designee Organization’s Manager/Center
Director or Designee
MGT REVIEWED Reviewed by manager/designee Organization’s Manager/Funds
Manager or Designee
RETURN Document needs additional information Approver/Reviewer
REVIEWED Conditional Conditional Reviewers
SIGNED Document ready to be routed Preparer or Traveler

5. Enter the Signature PIN in the Signature PIN field.

6. Add “Approved” in the Remarks area, along with any notes on any changes that were
made during the review of the document.

7. If NO adjustments have been made to the document, click the Stamp Without Adj check
box to place a ‘\” in the box. If adjustments were made to the document, leave the box

unchecked.
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NOTE

If the Stamp Without Adj box is not checked when the document is stamped, adjustments are
assumed, regardless if any changes have been made.

If the Stamp Without Adj box is checked when the document is stamped and adjustments
were made, all changes will be erased.

8. Click the __Stampand Raute | y4t0n under the Document Status area on the right side of
the page. The Pre-Audit Results page will be displayed.

I Y Document Preparation
B
RS Pre-Audit Results for 24-BC051302CT ml
Org Approver Quick Tip For this Do cumenf-_y'ou can:
Traveler: Click the Magnifying Glas=s icon to view detail comments for each audt process. Continue Stamping the Document
i Document Hame: 24-BC051302CT Cancel | Pre-sudt Results
Type: Youcher
Traveler: TRAVELERZ, C1
Status: PASS
. At Process Status Comments
@\ ACCT CODES AUTHRZED
B\ ACTUAL MULTIPLIER:
B\ actuaLs Exist
@t APPLIED AD%ANCE
@\ APPROVAL BY TRAVELR1 PASS
@l APPROVED BY TRAWELRZ PASS
@\ APPROVED BY TRAYELR3 PASS
@l AUTHORIZATION EXIST PASS
B\ COMFERENCE ALLCWVYANCE PASE
E\ COST COMPARIZON PASE
B\ COST LESS COM. CARR PASE
g\ DAILY EXPENSE THRESH PASS
@- CFLT PMT METHCD USED PASS
@L EXP CAT % WARIANCE PASS
@1 EXP CATEGORY USED PASS
@t EXP CATEGORY USED1 PASS
@\ EXP CATEGORY USED2 PASS
B\ EHPENSE CATEGORIES PASS
E\ LAUMDRY DRY CLEAMMNG PASE
@t LEAVE AUTHORIZED Pass
B\ (EaveEXISTS Pass
@l MILITARY PERSONMEL PASS b
@\ OTHER EXPEMSES PASS
B\ ovErrIDE PASS
B\ PER DIEM LOC AUTH PASE
E\ PERSONAL INFO - KEY PASE
B\ PMT METH AUTHORIZED PASE
[\ TRAVEL DATE CYVERL &P PASS f

9. Review the Pre-Audits. If any audit fails, the word ‘FAIL’ will be in the Status column.
A comment describing the failure will appear in the Comments column. A ‘FAIL’ may
actually be a warning to draw attention to a particular process to ensure the approver has
checked the audit.
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10. Click the _ Certinue_ | Stamping the Document button in the ‘For this Document you can:’
area in the top right. The document is complete and has been routed.

NOTE

Click on the _Cance | button, in the ‘For this Document you can:’ area in the top right, if
changes are necessary prior to signing. The document will not be signed and will not route to
the next Approver. The document will remain in the Approver’s queue.

11. If more documents reside in the queue for the Approver, click on the Review Documents
link, on the Document Processing Toolbar on the left side of the page, and repeat the
above steps.
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